
Letter of Transition in Reporting 

Responsibilities 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Transition of Reporting Responsibilities 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inform you of a transition in reporting 

responsibilities that will take effect on [effective date]. Due to [reason for transition], I will be 

transferring my responsibilities to [New Responsible Person's Name]. 

[New Responsible Person's Name] will be taking over the following responsibilities: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

I believe [New Responsible Person's Name] will be an excellent fit for this transition, and I am 

confident that they will continue to uphold the quality and standards we strive for. 

If you have any questions or need further clarification regarding this transition, please feel free to 

reach out to me directly. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


